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( Review of operations (11 ACHINS £ £CORDS 1yK/s/ on)

1. For the purpose of determining necessai’y reports, revisions
to existing reports, and the priority of processing these reportes in
Machine Records Division, it is requested that an employee of your
division be appointed gs a ¢o-ordinator. In order to bestter satisfy
the requirements of the Supply Division, the person selected should
have a general knowledge of machine accounting, and be thoroughly
familiar with the prosesses and needs of your organization,

The following points effecting Machine Records Division should be
consldered:

&. holidays immediately following the normal cut-off dates,

b, additional time for re-valuation of stock, and for any
e fornubie, Lo et e o

d _ ¢ where posaible, aedule large jobs so they-do not

T fall in the same months,

d. adherence to scheduled receipt of source documents in
Machine Records Division, and W

e. where poasible, to prevent conflict with pay-roll cut-offs,

3. It is also requested that the month-end cut-off be studied
for possible revision, The month-end supply cut-off 18 one of the
mein causes of overtime in Machine Records Division, This is because
there are only ten regular hours available from the time the last
documents are received from Logisties (Thur 3:00 P, M, ) until
the status report is due in Logistics Monday 8:30 A, M.), It is
Decessary for Machine Records to work approximately 48
time to meet this schedule, By submitting the doouments to Machine
Records a day earlier {Wednesday 3:00 £ ) a savings of approximate-
1y 24 hours O/T would be realized.-, Posb the atatus "cue-date®
would not serve this purpose)since the gggply cut-off already con-
fllets with financial reporting %ﬁe_ﬂ\ \
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